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Getting Started in C.A.R.E.

efore you can start working in C.A.R.E., you need to understand how to use
this manual, the C.A.R.E. web address, minimum system requirements,
C.A.R.E. navigation, and accessing C.A.R.E. with your user ID and password.

ICON KEY

2 Tip Using This Manual

] This reference manual gives you an overview of the business

= Learn More concepts of C.A.R.E., while also providing you with the procedural
steps for performing specific tasks in C.A.R.E. As you move through this document, you
will notice icons that highlight additional information that will either teach you more

about a business concept or give you a tip to help you complete your work more
efficiently.

C.A.R.E. Web Address

https://care.usbank.com

System Requirements

Internet Explorer 4.01 or higher, or Netscape Communicator 4.50 or higher with 128
bit data encryption

=  Pentium 120 MHz or faster

= 32 MB memory

= Windows 95, 98, NT 4.0 or higher

= 33.6 modem or higher, or a LAN connection




High Level
Tasks:

Key
functions of
C.A.R.E.

Action
Controls:
Use Action
Controls to
process your
tasks
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C.A.R.E. Navigation

Links:
Access to the Web-Based Training
and U.S. Bancorp Internet sites

High Level Task
High Level Task

Subrnit

Cancel

Help

Log But

E-Services U.S. Bancorp

Sub Tasks:

Sub Tasks group work for
a specific High Level Task
and Option together

\

A

Workspace
Where you enter your data and
review your information

Tip!

The first time you log into the system, the system prompts you to
change your password. Passwords must be 8-12 characters long
with at least one alpha and one numeric character. A new
password is good only for an initial login, and then the system
prompts you to change it within the parameters described above.

If, after three attempts, you are not successful logging in to

C.A.R.E. contact Customer Service: Commercial clients 1-877-887-9260, Purchase
& Travel Card (CPP) 1-888-994-6722, or Purchase Card (GPP) 1-800-227-6736.

For security purposes, while you are in C.A.R.E., the Back button in your browser will
not work. Using the Back button logs you out of C.A.R.E.; if this happens, you must go
through the login process again.
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On - Line Registration

On - Line Registration gives you greater access to C.A.R.E and a streamlined
process for establishing cardholder access. With this tool, cardholders can create
their own C.A.R.E. user IDs and passwords.

N

Access the C.A.R.E. web address (https://care.usbank.com).
At the C.A.R.E. log on screen, click On - Line Registration on the task bar.

Enter the Relationship Registration and User Profile Codes given to you by your
Program Administrator.

Click OK.

To add the accounts associated with the user ID and password being
established, type the Account Number, Account Expiration Date and ZIP
Code in the appropriate fields.

Tip!

= Both corporate and purchasing card account information may
be added.

= ZIP code format: five digits (e.g., 55555).

= Expiration date format: MM/YY (e.g., 01/03, 12/05)

= You may edit information in the table. However, once the
information is verified, you cannot edit the information.

You may enter up to ten accounts at a time to one user. If you need to add
more than ten accounts, click Add more accounts and more rows display.

If any of the entered information is not valid, the system returns an error
message. You have three attempts to correct the information. If all three
attempts fail, the accounts with incorrect information are locked out from On -
Line Registration. Contact Customer Service, your A/OPC, or Program
Administrator to unlock accounts.

After you enter all accounts, click OK. The system validates account
information.

Enter Contact Information.
Enter user ID, User Verification and Password.

Tip!
= ZIP code format: five digits (e.g. 55555).

= Phone and Fax number format: no dashes, hyphens,
parenthesis or spaces (e.g., 6121234567).

= Fields that require data are identified with an asterisk (*).

= User IDs must be 7-12 characters in length, with at least one
alpha and one numeric character. User IDs must also be unique; try to think of
a distinctive ID. For example, if your name is John Frederick Smith, try the user
ID jofsmith3.

The system uses User Verification to authenticate you if you forget your user ID
or password and need to gain access to the system.

Passwords must be 8-12 characters in length, with at least one alpha
and one numeric character.

Click Submit. The system validates your entries.
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10. Click OK in the On - Line Registration was successful dialog box. The C.A.R.E.
login screen displays and the system prompts you to change your password.
This password will be your password for the next 100 days.

Tip!
If you enter invalid information three times, the system locks your

account. To unlock your account, contact Customer Service, your
A/OPC or your Program Administrator.
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Forgotten Password

The forgotten password function lets you reset your password and log in if you
forget your password.

(Ebank.

1 C.A.R.E.

Customer Automation & Reporting Environment

IJsermame: |chuser1

Pagsword: |

On-Line
Registration

Faorgot your password? Click here

1. Access the C.A.R.E. web address (https://care.usbank.com)

Type your user name in the Username field. Note: if you do not enter a user
name, then the system displays an error message: "The selected operation was
not performed because Username is invalid.” If you receive this error message,
then navigate to the C.A.R.E. web address again, and type a user name in the
Username field.

3. Click the Click here link after the Forgot your password? text. The Reset
Cardholder Password screen displays.
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U.8. Bancorp

Cardholder User ID:CHUSER1

You must A A
ccount number:
complete all User verification: [MOTHER'S MAIDEN NAME =]
fields with an Log Out Response:’|
asterisk. Card expiration date:’|
Zip code:*l
OR

Foreign postal code:l

ey Password:’l

Re-enter New Password:’|

Top of the Page

Verify that your Cardholder User ID is correct.

Type your account number in the Account number field.

Select your user verification from the User verification drop-down list.

Type your response in the Response field.

Type your card expiration date in the Card Expiration Date field using a two-

digit month and year format (i.e., MM/YY) (e.g., 01/03, 12/05).

9. Type your ZIP code in the ZIP code field using a five-digit format (e.g., 55555)
or type your postal code in the Foreign postal code field.

10. Type your new password in the New Password field. Your password must be 8-
12 alphanumeric characters long, with at least one alpha and one numeric
character.

11. Type your new password again in the Re-enter New Password field.

12. Click the Submit link. You are logged on with your new password, which is valid
for the next 100 days.

© N Uk
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Transaction Management

Overview

Transaction Management allows C.A.R.E. users access to review, approve, dispute,
reallocate transactions and/or create or reconcile transaction log entries.

As a Cardholder, you can approve transactions, or, if you disagree with a charge,
you can dispute the transaction online. You can also reallocate a transaction that
has been automatically allocated to your Default Accounting Code, to either a Rule
Set or an Alternate Accounting Code. Further, you can enhance transactions with
supplementary data through transaction logging and reconciliation.

Selecting a Cardholder Account and Transaction

Click the Transaction Management High Level Task.
2. The Transaction Management applet loads.

3. If you are presented with Java Security screens, check the box marked
“Remember this Decision” and click Grant until the Java applet loads. You may
need to log out of the browser and your C.A.R.E. session. As updates occur, you
may need to periodically update additional Java Security screens.

When the applet loads, you are presented with a list of your accounts.
5. Select a specific account.

6. Next, select the cycle date with which you wish to work. Once you select a
cycle date, the Cardholder Account Summary Information for that cycle displays
in the lower portion of your screen.




Cardholder
accounts

Account
summary
for the
selected
account
and cycle
date

View
individual
transactions

Transaction
detail
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Cardholder Accounts Transactions ] Tra

Select a cardholder account and cycie to view summary information.

J

an

I Total Smouct S il ||~
I 01/23/2002 0.00 Cpen
47163000031 32835 GATTA JEAR 1202172001 0.o0 Approved
47163000031 35333 GATTA JEAM K 1172372001 0.00 Approved
1072372000 0.00 Approved
09/21/2001 0.00 Approved
08/23/200 0.00 Approved
— = -

Cardholder Accourtt Summary Information for Selected Cycle I

Cardholder Accourt Mumber: 47 16300001606806
Cardholder Name: COLE,HARRISON,L
Cycle Date:

Transactions Pending:
Total Amourt Pending:

Transactions Approved:

Statement Status: Total Amount Approvecd:
Transactions Disputed:
Approval date: Total Amourt Disputed:

Approved By:
Total Mumber of Transactions:

Total Amourt of Transactions:

Transactions Rejected:

ARprEYE |

Cycle
dates

Note: Once you select a Cardholder account and cycle date, the Transactions and

Transaction Log tabs activate.

7. To view, dispute, and/or reallocate transactions associated with a cycle date,

click the Transactions tab.

8. To view details about a particular transaction, select a transaction from the list.
By default, the first transaction is selected and its Transaction Detail is shown in

the lower portion of the screen.

1 U.5. Bank C.A.R.E. Transaction Management
File Wiew Hel

Select ransaction fo wew deiad Selecting a Reject Reason Code will display the legend
Accourt Mumber: 4716300003821932 Accourt Mame: CYCLETWEMNTYSIX, B2BCH B

Cycle Date: 0372672002

=101 x|

Reject Reason | Purchasze ID | &
EC
Approved 03172002 MOBIL HUGO 32500 v MINED  ALTONONED
Approved 030972002 SUPER AMERICA MNNEAPCLIS 30050 ALTONDAIT
Approved 030772002 AUDIO KING ROSEVILLE 20500 ALTOBENDA
Approved 03052002 BEST BUY BURNSVILLE 9500 ALTOBELDA,
Bpproved 02262002 BEST BUY BURNSYILLE 0,00 ALTOOUTAL
Approved 020262002 ALDID KING ROSEVILLE 5000 ALTONALIC
Approved  02/26/2002 SUPER AMERICA MNNEAPCLIS 2000 ALTONALIC
Approved  02M26/2002  MOBIL HUGO 3000 ALTONALIC
Approved 020262002 HOLIDAY EAGAN 4000 ALTOOUTAL
Approved 02262002 WAL MART EDEN PRAIRIE 2000 ALTOOUTAL '
spproved  D226/2002 WALMART EDEN PRAIRIE 40,00 AUTOOUTAL Wiew Al |
| Bpproved  0226/2002 K-MART WOODBURY 40000 ALTOOUTAL
Approved  O226/2002 K-MART WOODBURY 20000 ALTOOUTAL Search
- SHOPKO ROCHESTER 102.00 AUTONALIC = | |

Transaction Detail Trans. Line tem Detail

Merchant Mame: HOLIDAY
Dizpute Resson:
IS4 Description:

Status: Approved
Transaction Dete: 0341472002
Posting Dste: 0341742002
Processed By: C26B2BCHO1
040172002
Transaction Amount: 350.00

Allocation Detaild £ Amnourit Percent

Default

Accourting Code

100.00

Dispute |
Reallocate |
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If a transaction has not been rejected, the Rejected column is left blank. When

a transaction is rejected, a “Y” displays in the Rejected column and a reject
reason code displays in the Reject Reason column. Clicking on the reject reason
code displays a pop-up window with a legend. When a transaction is rejected
and later approved, an “N” displays in the Rejected column.

The first character of the reject reason code indicates the rejection method.
Rejection methods include the following:

M - Manual Rejection

A - Automatic Rejection (not applicable)

Manual reject reasons (optional) include the following:

IA - Improper Allocation
UV- Unauthorized Vendor

NPV - Non-preferred Vendor

NSD - Needs supporting documents

O - Other

Cli

cking on a reject

reason code
displays a legend

| 1U.5. Bank C.ARE, Transactiol

File Wiew Help

Transactions

Cardhalder

Account Mumber: 4716300003821932

Sefect ransaciion (o vwew geisid  Selecting a Reject Reason Code will display the legend
Account Mame: CYCLETWENTYSIX. B2BCH B

Cycle Date: 0372642002

=10l x|

Transaction Detail

Status: Approved
Transaction Date: 03411/2002
Posting Date: 0341472002
Processzed By: GOVTPADT
0470772002
Tranzaction Amourt: 325.00

|4 Ststus | Tranz.Date | Merchart | | State | Amourt | Rejected | Rejec{Reason | PurchaseID | a
d O DAY ATONGMED
A o L HL ALT ]}
Lpproved 030902002 SUPER AMERICA MIRNEAPOLIS R 30050 SN— " ALTOINDAIT
Spproved  D3M7/2002  AUDIO KING ROSE e LUTOABYDA,
Spproved 03052002 BEST BUY MpMlRcicction Reasons X \iropeLpe,
Spproved 020262002 BEST BUY BURF UTOOUTAL
Spproved  D2/26/2002  AUDIO HING ROSE LTOMAL1C
Approved 0202602002 SUPER AMERICA MM | Reiection Methods LITOIMALTC
Spproved 02262002 MOBIL HLIG - LTOMNALC
Approved  02/252002 HOLDAY Encl] M= ManuslRejection UTOOUTAL
Spproved 020262002 WAL-MART EDEN| A = Automstic Rejection UTOOUTAL T
Spproved  D2262002 VWAL-MART EDER| oo . LTOOUTAL |
fpproved 02080002 K-MART wioc| eestion Reasons LTOOUTAL
Spproved  D2/26/2002 K-MART WOC| 18 = Improper Allocation LTOOUTAL At
Spproved 02262002 SHOPKO Gl I e UTOMALIC > | |

MPY = Mon-preferred Yendor

MED = Meeds supporting documents

0 = Other

A0T = Out of tolerance above order amourt

BT = Cut of tolerance belows order amourt

QAL = Order total and allocation sum out of balance

Dizspute |
Reallocate |

Allocation Detaild & Acoourting

100.00
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Approving a Transaction

Click the Transactions tab.
Select the transaction you want to approve.

Once you confirm that the transaction is valid and you want to approve it, click
the Approve button located on the Transaction Detail tab.

4. Once the transaction is updated, the status reads Approved.

Disputing a Transaction

Click the Transactions tab.
2. Select the transaction you want to dispute.

3. Once you confirm that the transaction is not valid and needs to be disputed,
click the Dispute button located on the Transaction Detail tab.

4. A dispute form displays.

5. Select a reason for your dispute and fill out the rest of the form (fields marked
with an asterisk are required).

Click Submit.

7. After you submit the dispute, the system presents you with a form that you can
print for your records. Once you are finished viewing and/or printing the form,
close the window to return to the Transaction Management screen.

8. Once the transaction is updated, the status reads Disputed.

Reallocating a Transaction to a Rule Set

Learn More

The transaction reallocation method you use (Alternate
Accounting Code or Rule Set) depends on the way the account
was originally set up.

1. Click the Transactions tab.
Select the transaction you want to reallocate.

When reallocating a transaction, you can reallocate by dollar amount or
percentage. The system automatically calculates the amount of the transaction
you still need to reallocate. You are not allowed to submit a transaction until
the entire amount is reallocated.

Click Reallocate, located on the Transaction Detail tab.
5. The Reallocate Transaction window opens in a new browser window.

If you want to allocate a portion of the transaction to the Default Accounting
Code, click Default under the Accounting Code heading.

7. Enter the amount or percent to be allocated to that Default Accounting Code.
8. Click Update.

9. To allocate the remainder of the transaction to the Rule Set, click New Entry to
define the rule set.

10. If the rule set is known, enter it into the Appropriation Data field.

10
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transaction
you are
reallocating

Displays the
segments of
the
accounting
code

Where you
enter the
reallocation
amount or
percentage
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11.

12.

13.
14.

15.
16.

If the rule set is not known:

11.1. Highlight the Segment Name located in the Accounting Code
window.

11.2. Click the List All button to display a list of available values.

11.3. Highlight the correct value.

11.4. Click OK.

11.5. Repeat this process for each segment.

Once the Rule Set is complete (every segment has a value), enter the amount
or percent to be paid to the Rule Set.

Click Add.

Once the transaction is completely reallocated, the Submit button becomes
active.

Click Submit.

Once the transaction is successfully reallocated, the Status (on the Transactions
tab) reads Approved.

Reallocate Transaction E

Fransaclion iarmaton
Status | Trans. Date | Werchant [ City | Stete |  4mount | Rejected <
Pending 101 100 JOHRE OMPUTER  MEWM 2l 3.99

Accouniing {ode:
Segmert Mame alue | Required| | =
APPROPRIATION DATA 3689 E43 5413 Y

QAL 34 Y
A5 7a241 M
oc 11259 N
o
APPROPRIATION DATA, |38899522B431292?S413 Lzt Al |

Amourt; 3.99 or Percert: 0 Update
Remaining: 0.00 L% Delete |

100 .00

Accourting Code

11
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Reallocating a Transaction to an Alternate Accounting Code

10.

11.
12.
13.

Click the Transactions tab.
Select the transaction you want to reallocate.

When reallocating a transaction, you can reallocate by dollar amount or
percentage. The system automatically calculates the amount of the transaction
you still need to reallocate. You are not allowed to submit a transaction until
the entire amount is reconciled.

Click Reallocate on the Transaction Detail tab.
The Reallocate Transaction window opens in a new browser window.

If you want to allocate a portion of the transaction to the Default Accounting
Code, click Default under the Accounting Code heading.

Enter the amount or percent to be allocated to that particular accounting code.
Click Update.
Select an Alternate Accounting Code under the Accounting Code heading.

Enter the amount or percent to be allocated to that particular Alternate
Accounting Code.

Repeat this process until the entire transaction is reallocated.
Click Submit.

Once the transaction is successfully reallocated, the Status (on the
Transactions tab) reads Approved.

12



C.A.R.E. USER MANUAL-CARDHOLDER

Reallocating a Transaction to an Alternate Accounting Code with Multiple Values

10.

11.
12.
13.
14.
15.

Click the Transactions tab.
Select the transaction you want to reallocate.

When reallocating a transaction, you can reallocate by dollar amount or
percentage. The system automatically calculates the amount of the transaction
you still need to reallocate. You are not allowed to submit a transaction until
the entire amount is reconciled.

Click Reallocate on the Transaction Detail tab.
The Reallocate Transaction window opens in a new browser window.

If you want to allocate a portion of the transaction to the Default Accounting
Code, click Default under the Accounting Code heading.

6.1. Enter the amount or percent to be allocated to that particular accounting
code.

6.2. Click Update.

If you do not want to allocate a portion of the transaction to the Default
Accounting Code, click Default under the Accounting Code heading.

7.1. Click Delete.
Select an Alternate Accounting Code under the Accounting Code heading.
Segment name, Values and Required fields populate with information.

If no values display for the Alternate Accounting Code, then you have more
than one value from which to choose.

Select the value you want from the drop-down list.

Enter the amount or percent to be allocated to that particular accounting code.
Repeat this process until the entire transaction is reallocated.

Click Submit.

Once the transaction is successfully reallocated, the Status (on the
Transactions tab) reads Approved.

13
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Transaction Logging: Appending Transaction Detail

Learn More
Append transaction detail if the transaction data passed from the
merchant is insufficient.

Click the Transactions tab.
2. Select the transaction to which you want to append detail.

3. To add user-entered detail (e.g., Sales Tax, Freight Amount) to a transaction,
click the Log Detail tab.

4. Enter the additional data in the fields provided. Fields marked with an asterisk
(*) are required.

5. Once you have finished entering the additional information, click Save Log to
save the entry.

6. To enter additional information (e.g., Unit Price, Part Number) about the
transaction, click the Log Line Item Detail tab.

7. You must enter information in at least one field to create log line item detail.
8. Once you have finished entering the additional information, click Enter.

9. C(lick the Log Detail tab.

10. Click Save Log.

Tranzaction Detail | Additional Transaction Detail | Trans. Line ftem Deta ] Lon Eet'-l“ Log Line tem Detail
——en N P
Transaction Datef[ 7 ¢ V=) Meed Date:| 1 f ! ! Reqguestar Mame:
Date Received:| 1 r i | Due Date:| 7 7 [y ) Trans. Method: | 7|
- - Authorization #:
herchart: Wendor QOrder #
Tranzaction Amt 0.00 | Freight Amount:l 0.0o Cther:
Sales Tax: oon Misc. Amount:l oon Shipped To:
Source CUrrency: 3 Comment:
Source Amount: 0.00

14
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Transaction Logging: Creating and Maintaining a Separate Log Entry

Now

8.

Learn More

You can record detail about a transaction that has not yet posted
(e.g., a purchase made on the Internet) using the Transaction
Log tab in Transaction Management.

Click the Transaction Log tab.

To add user-entered detail (e.g., Sales Tax, Freight Amount) to a transaction,
click the Log Detail tab.

Enter the additional data in the fields provided. Fields marked with an asterisk
(*) are required.

To enter additional information (e.g., Unit Price, Part Number) about the
transaction, click the Log Line Item Detail tab.

You must enter information in at least one field to create log line item detail.
Once you have finished entering the additional information, click Enter.

To finish logging the transaction, click the Log Detail tab.

Click Add to save the entry.

Note: To view and/or edit your log entries at a later time, click the Transaction
Log tab and select the log entry you want to maintain.

15
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Transaction Logging: Reconciling a Posted Transaction

u A W N =

10.

Click the Transactions tab.

Select the transaction you want to reallocate.
Click the Log Detail tab.

Click the Reconcile button.

The Reconcile Transaction with Log window opens in a separate browser
window.

The system attempts to match the selected transaction with the closest
transaction log entry in the list of available entries. For automatic reconciliation
to occur, there must be an exact match of certain data (e.g., account number,
purchase ID number). If no match occurs with the data, you have to manually
reconcile the transaction.

If the system does not select the correct log entry, remove the incorrect entry
and manually select the correct log entry from the list of available log entries by
using the Add and Remove buttons.

Once you select the desired log entry for the transaction you want to reconcile,
click the Reconcile button.

Once the transaction successfully reconciles, the log entry information is copied
to the Log Detail and Log Line Item Detail tabs. The transaction information
passed by the merchant remains intact on the Transaction Detail and Additional
Transaction Detail tabs. Note: no part of the logging process ever overwrites
any transaction information passed from the merchant.

Once the transaction is successfully reconciled, the Status (on the
Transactions tab) reads Approved.

Reconcile Tranzaction with Log x

Pasted Transaction io e malched:

Hesi maich Fonr ransaction /og:

| herchant
Johnzon Computer

| Autharization Mumber
RES301

Transaction Amaourt
109.00

Transaction Date

10430/2000

e oo I Remave v

Avarlahie log smilies.

| Merchant
Johnzon Computer

| Autharization Mumber
RES301

Transaction Amaount
109.00

Transaction Date

10/30/2000

by

|

Recancile |I Cancel |

16
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Approving a Cardholder Cycle Activity

Click the Cardholder Accounts tab.

2. Once you have selected a cycle date, the Account Summary Information
displays.

3. You can only approve the cycle summary information if the following criteria are
met:

= The cycle date is currently unapproved.
= There is no pending transaction on the statement.

4. To approve the account summary information, click the Approve button located
in the lower portion of your window.

5. Once the account summary information is updated, the status reads Approved.

17
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Reporting

Overview

The Reporting High Level Task in C.A.R.E. has a standard report with a pre-defined
layout. Once you select the standard report, the system gives you the option of

selecting the date range you would like for your report. After your report is

compiled, you have the option of viewing it online, printing it or saving it to your

computer.

Running a Report

1. Click the Reports High Level Task.

2. A new browser window opens, which allows you to select a date range for your

report.

3. Select either the predefined date (current month) or choose your own date
range. Be sure to use the following date format: YYYYMMDD (e.g., 20031112)

Click the Submit button.
5. The report displays in a new browser window.

MINNEAPOLLS M 55415,

10103 7TH 3T FBTT 0112 362990003002000700

a FOCUS Report - Microsoft Internet Explorer M= E]
P = 3
S > B G o N - R ‘ B 9
Back Fonyand Stop Refresh Search Favorites  History I il Frirt
-
Mbhank.
Cardholder Activity Detail
JOMES SHAEL &

|Tm|saciion Transaction
Transaction [Post Reference Merchant SIC
Date Date Numher Description MName City St |Ami. |Code
[o7/232000 |[p7/25/2000 |[74798260207207111111194 [oF1010M ONE [ccN ATI [oH | 349 [7375
Description:
| | TRANSPORTATION
07/25/2000 |[07/25/2000 | [74798260207207111111160 CHICAGO [IL | 5007513
[ [ WORLD
Description:

|Document; Done

18
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To save the report to your computer, click File > Save. Choose a location for
the report.

To print the report, click the Print icon in your browser.

When finished with the Reports window, click the X in the upper right corner of
the window.

19
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Communication

Overview

C.A.R.E. provides a secure communication mechanism for receiving and replying to
messages and attachments between you and key U.S. Bank contacts. The system stores
all messages in C.A.R.E. for up to 90 days before they are purged from the system.

Setting up File Transfer Capability

Tip!

If you have never saved an attachment using C.A.R.E
Communications, follow the steps below (depending on your
browser version) to enable your browser to save file attachments.
If you do not setup your browser with the following steps, you will
be logged off C.A.R.E when you attempt to save a file attachment.

Both Internet Explorer and Netscape

1. From the Start button, click Programs > Windows Explorer.

2. From the View menu, select Options.

3. Click the File Types tab.

4. Choose file types depending on the types of files you expect to receive through
C.A.R.E. Some common file types you may receive include; doc, xls, zip, exe
(batch version only), html (or htm), ppt, rtf, txt.

5. Click Edit.

6. Check the box marked Confirm open after download. Ensure the box marked
Enable quick view is not checked.

Repeat steps 4 through 6 for all the file types you expect to receive through
C.A.R.E.
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File Extension “txt” for Netscape

In the Netscape browser, click Edit > Preferences.
Click Applications. A list of available applications will be displayed.

Click Edit.

1

2

3. Choose Plain Text from the applications list.

4

5. Choose the Save to Disk option and close the window.

File Extension “txt” for Internet Explorer

1. Internet Explorer does not currently generate a download prompt for txt files; it
automatically opens txt files in the browser.

To return to your C.A.R.E. session, click the Back button and click Refresh.

Accessing Messages

1. Click the Communications High Level Task.

Viewing a Message

1. Click on the sender’s hame to select the message you wish to view.

2. Once you have viewed the message you can keep, reply to or remove the
message.

Viewing an Attachment

Click on the sender’s name to select the message.
2. Within the message, click the file attachment hyperlink.

3. The attachment will open in a separate window; you may either save or print
the attachment.

4. When you are finished, close the attachment browser window.

Replying to a Message

Within the message, click the Reply button.

N =

To attach a file to your reply, click the Browse button beside the File to Attach
field.

Select the file you wish to attach.

Click OK. The file name populates the File to Attach window.

Click Attachments.

Type your reply in the designated space above the line named Reply Separator.

Nowubhw

Click Submit to send your response.
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Deleting a Message
1. Once you have read a message and you do not wish to keep it, click the check
box beside the sender’s name and then click Remove.

2. To remove all the messages from your system, click Select All and then click
Remove.
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Administration

Overview

You can use the Administration High Level Task to reset your password.

Resetting a Password

Tip!
= When resetting your password, make sure that at least one
character is different from your previous password.

=  Your password must be 8-12 characters long with at least one
alpha and one numeric character.

= Passwords are not case sensitive. However, all information
that is returned by C.A.R.E. is displayed in uppercase.

Click the Administration High Level Task.

Verify that your Name and User ID are correct.

Click in the Current Password field.

Enter your current password, and press the <Tab> key on your keyboard.
Enter your new password, and press the <Tab> key.

To confirm the change, re-enter your new password.

To process the request, click Submit.

NouhkwhNe
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E-Links

Overview

At the top of every page in C.A.R.E. are two e-links:
= E-Services
= U.S. Bancorp

The E-Services link takes you to the following C.A.R.E. information:

= Contact information (phone numbers for the help desk and customer service)
»= Additional C.A.R.E. documentation

= C.A.R.E.'s web-based training

The U.S. Bancorp link takes you to the U.S. Bancorp home page where you can
learn more about personal and business solutions for your financial and investment
needs, as well as:

= ATM locations

= Press releases

= Annual reports

= C.A.R.E.’s web-based training
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Help

Overview

C.A.R.E. Help allows you to quickly access multiple levels of information based upon
the context of your workflow. When Help is selected, a new browser window opens
making it possible to view the contents of Help, while also keeping your C.A.R.E.
session open.

Help is divided into four sections, which are structured around questions commonly
asked when performing an unfamiliar task:

What is this? — Lists different topics related to the task you are performing
How do I? - Lists different topics, which help you complete a particular task
What if? - Lists alternate scenarios for completing tasks

Glossary — Contains terms and definitions

Depending upon the type of information you require, you can access any or all of
the Help sections.

Accessing Help

1.
2.

Click Help from the Action Control menu.

A new browser window opens, so you may view the contents of Help while your
C.A.R.E. session remains open. The information displayed is based on the work
you are doing.

Based on the type of information you need, pick one of the four questions in the
top frame.

To minimize Help, click the (_) at the top right-hand corner of the screen.
To close Help, click (X)




Top Frame:
Navigation,
select a
button to
find
information

Left Frame:
List of topics
for the
section you
have
selected
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Lists different
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to the task you
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‘ o CIA IR IEI'
Customer Awtomation & Reporting Environment

/W-hat is the...

¢ Transaction Managment
task?

* Reports Tagk?
s Communication task?

o User Administration?

Welcome to the C.A.R.E.

Welcome to the Customer Automation and Reparting Ernvironment (C.A.R.E.). This
application is used to control transaction data using a web-based electronic interface.
Reparting program management, e-partners, communication, data management, and
expense management are all accessible in an intuitive, point-and-click format.

Uniguely designed to follow Best Practices within the payment systems industry, C.AR.E. is
the gateway to tailoring a card program'’s features, functions, and even the type of information
that can be received.

The links to the left provide overview information about each of the C.AR.E. tasks. Click on a
topic to display information about the task.

Right Frame:
Displays the details of
the selected topic
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